City of Fresno E74

CLAIMSSPECIALIST

Class Definition

Under supervison, performs specidized work in processing of City property damage claims and subrogations for
property damage.

Distinguishing Characteristics

Claims Specidigt is assgned to the Risk/Safety Divison of the Department of Administrative Services. Reporting to a
Senior Human Resources/Risk Andyst, incumbentswork independently and exercisecongderable latitudeinthe review,
investigation, settlement and processing of property damage and subrogeation clams relaing to City property damage
and Workers Compensation losses. This classis distinguished from Risk Andyst in that incumbents of that class are
respons blefor the more difficuit duties of investigationand settlement of dams againgt the City and act withconsiderably
more latitude in judgement.

Typical Tasks

(Thislig isnather indusve nor exclusve. Consequently, this information may not reflect Essentia Functions for this
class).

May review and invedigate, in the fidd or office, ligality, property damage, and Workers Compensation claims;
recommends settlement.

Negotiates within established limits with third parties and insurance companies regarding Workers Compensation
subrogation, property subrogeation, and minor liability clams.

Reviews and processes property damage recovery and liability dams, receives dams over the telephone when
necessary.

Files court documents to pursue recoveries from third parties.

Representsthe City in Smdl Clams Court actions, induding orders of examination reviews, filesother court documents
to pursue recoveries from third parties.

Prepares the files for payment of repair work done and invoices the responsible parties; receives and records all
payments made on property damage or Workers Compensation subrogations, maintains the accounts receivable

program.
Prepares amonthly loss rembursement summary for each divison and for Accounts Payable.

Prepares Satigtical and financid reports for internd and financid rembursements.
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Communicates with department representatives and administration regarding the status of Workers Compensation
clams; reviews employer's reports of injury; processes payments for medica and lega codts.

Performs related duties as required.

Knowledge, Abilities, and Skills

Knowledge of insurance claims and subrogation/recovery procedures.

Knowledge of the policies and procedures used in maintaining and controlling an extengve record system.

Ability to operate a camera and take photographs.

Ability to make clear and persuasive ord presentations, including the cdlosing of claims negotiations.

Ability to prepare clear, concise, and comprehensive records, reports, correspondence, and other written materias.
Ability to establish and maintain effective working relaionships.

Ability to operate aword processor or computer terminal.

Minimum Qualifications

One year of experience in the processing and settlement of property damage claims and subrogation.

Necessary Special Requirement

Possession of avdid Cdifornia Driver's License may be required at time of gppointment.
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